
Adding an email event to your calendar. 

 

When you receive an email which includes an invitation or event which you need to remember or attend 

there is a simple way to add this event to your calendar.  

Let’s look at an example: The email below contains information regarding an event which you might 

wish to remember.  

 

To add this event to your LotusNotes calendar simply click Actions – Copy Into New – New Calendar 

Entry 

 



Select the type of event and click OK 

 

Customize the event by adding a subject, location, date and time (Notice the entire email is appended to 

the calendar entry). 

 

 

 

 

 

 



Now my favorite part of the LotusNotes calendar – sending yourself an email reminder. Click on the 

Notify Me box on the upper right hand corner. The Alarm Notification Options box opens. Select a time 

for the alarm to go off. I also like to have LotusNotes send me an email message as a reminder. Click 

OK.

 

In the upper left hand corner click Save. You will know receive an email message reminding you of the 

event.  


